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Subject:  GUI DE FOR DEVELOPI NG AND EVALUATING REPAI R STATI ON
| NSPECT| ON PROCEDURES MANUALS

1. PURPOSE. This advisory circular (AC) provides information for
developing and evaluating a repair station inspection procedures

manual . This information sets forth an acceptable means, but not the
only neans, of conplying with referenced regulations.

2. RELATED FEDERAL AVI ATl ON REGULATIONS (FAR). FAR Parts 43, 91, 121, 125,

3. BACKGROUND. The devel opment of a repair station inspection procedures
menual that adequately covers all pertinent FAR and the repair stations

I nspection system has proven to be a time-consumng task for the operator and
t he Federal Avi ation Admnistration. This guide was devel oped to reduce that
time and to provide a standardized format that may be used to develop a manual
that contains a repair station's inspection procedures.

4.DI SCUSSI ON.  This document is intended for use as a guide for the

development and eval uation of the repair station's inspection procedures
manual “required by FAR Section 145.11(a)(2) and Secti on 145.45%).

a. This guide is not intended to provide a conplete sanple inspection
procedures manual for all repair stations. "Examples" in Appendix 1 are
Intended to illustrate a requirement related to the FAR Each inspection
procedures manual should be devel oped within the ratings authorized and the
size and conplexity of the station. It is inportant to note that the
I nspection procedures in the manual are necessary for a satisfactory quality
control system and those procedures should be designed for use by the repair
station to satisfactorily performunder its rating(s). In that regard, a
repair station with a Limted Specialized Service Rating for Nondestructive
Testing woul d have a different 1nspection systemcriteria than a repair
station with a Class 3Airframe Rating. Mterial is included in portions of
this docunent which may not directly relate to or be required by a referenced

Initiated by: AWS-340
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FAR. However, that material is considered to be valuable as a part of a system
for repair station managenent and illustrates integration of the required
I nspection procedures and other FAR Part 145 requirenents into such a system
b. A conplete inspection procedures manual should at |east:
(1) Satisfy the mnimumrequirenents of the FAR.

(2) Accurately describe the repair station operations as related to
Its ratings.

c. The repair station manual content requirements are outlined in

FAR Section 145.45(f) and Section 145.51(d)(3). The following is a brief
outline of those manual requirenents:

(1) Detailed explanation of the repair station's inspection system
(2) Details for the continuity of inspection responsibility.
(3)Detail ed systemof inspecting inconming material.

(4) Detailed systemof prelimnary inspection.

(5) Detailed systemfor hidden damage inspection.

(6) Reference to manufacturer% inspection standards for a
particular article when applicable or necessary.

(7) Sanple of inspection forms and the nethod of their execution
or reference to a document in the forns manual.

(8) Methods and procedures for training inspection personnel.

(9) Approved procedures governing work perforned outside the
repair station.

(10) Procedures for acceptance of work performed by other facilities.

(11) If applicable, procedures for work performed for air carriers
(FAR Section 145.2).

d. An air carrier with an FAA approved repair station rating(s) may make
its repair station's inspection procedures manual a part of its air carrier
manual provided all of the manual requirements of FAR Part 145 are satisfied.

ing Director of Airworthiness

2 Par 4
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APPENDI X 1. GUI DE FOR DEVELOPI NG AND EVALUATI NG REPAI R _STATI ON | NSPECTI ON
PROCEDURES  MANUALS

FIGURE 1. MANUAL COVER PAGE . . .
Reference. FAR Section 145.11(a)(2). This page should identify the
manual as an "Inspection Procedures Manual."

INSPECTION PROCEDURES MANUAL
FOR
FAA APPROVED REPAIR STATION ND.__ (Insert repair station #)
d/b/a
(NAME OF ODMPANY)

( ADDRESS)
( STREET, CITY, STATE AND Z| P CODE)

MANUAL: CONTROL ND.
ASSTGNMENT:
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FIGURE 2.

TABLE OF CONTENTS

2/13/81

OF COMPANY)

REPATR STATION - N DURES MANUAL

TABLE OF OONTENTS-PAGE 1 CF 3

INTRODUCTION

MANUAL CONTROL

RECORD OF REVI SI ON

LIST OF EFFECTIVE PAGES
SECTION | HOUSING & FACI LI TI ES

Housing and Facilities
Facility Floor Plan

SECTION II QOMPANY ORGANIZATION

Organi zati on Chart
Authority and Roster of Authorized |Inspection Personnel

SECTION IIT PERSONNEL & TRAI NI NG

Training
Employment Summary

SECTION |V DUTI ES & RESPONSI BI LI TI ES

CGener al Manager

Chi ef Inspector

Mai nt enanceManager
Avi oni ¢S Manager
Stockroam Manager

SECTION V IMSPECTION SYSTEM

Gener al
hspection Personnel

2pprovED: <R . M. Borao

General Vanager
i iy

1
2-3

2-3-4
5-6
7-8

1-2




P AC 145-3
2/13/81 Appendi x 1

FIGURE 2, TABLE OF CONTENTS ( CONTI NUED)

O e —
(NAME OF COMPANY)
REPAI R STATI ON = INSPECTION PROCEDURE MANUAL
TABLE OF CONTENTS - PAGE 2 OF 3
I SECTION V INSPECTION SYSTEM (CONTINUED)
Page No.
ectors, Mechanics and Supervisors 2
Conti nui tyof I nspecti on Responsibility 3
Parts Receiving Pol i cy 4
GeneralTest . Requirements 4-5
VWork O der 6
Record of Wrk 7
Prelim nar tion 8
Inspection f Or H dden Demage 9
Progressive | nspection . 10
Maj or Repair And Alteration, Aircraft
And Conmponent s 10
Repeir, Al't erati on and Over haul Accessories and
Appliances 10
Inspection Procedure8 1
Mai nt enance | nspection 12
Cont i nui tyof Mai nt enance Responsibility 12
Handl i ng of Parts 13
Tagging and | dentification of Parts 13-14
Part Finishing 14
eservation of Parts 14
Shelf Life 14
IncomingMht er i al 15
Hardware and Equipment St or a?e 15
Recor d of Specialized | nspection
Testand/ or Calibration 16
Recor d of Inspections _ o 16
Record of Test and Calibration of Precision Bquipment 16
York by Outside Contractor8 16
Control of Precision Tools and Test Fyuipment 17
Test Equipmentcal i br at i on Requirements 17-18
Final Inspection and Release t0 Service 19-20
ner a er
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FIGURE 2. TABLE OF CONTENTS (CONTINUED)

NAME OF COMPANY
REPAIRSTATION - DURE MANUAL

TABLE OF CONTENTS PAGE 3 OF 3
SECTION V | NSPECTI ON SYSTEM ( CONTI NUED)

Page No.

Maintenance Release Statement 21
Mai nt enance Release Statement For Air Carrier Work 21A
Malfunction or Defect Report 22
Mechanical Reliability Reports 22
Responsibility for Submitting Reports 22
Subcontracted Maintenance 23
List of Subcontracted Maintenance 23
Performance of Maintenance, Preventi ve Maintenance,

Alterations and Required Inspection Under the

Continuous Airworthiness Requirements of

FAR Parts 121, 125, 127, and 135 24
Required Inspection Items (RII) 24
Performance of Work at a Location Other
Than The Repair Station >

SECTION VI FORMS . . .
List as Required for Repair Station Operation

APPROVED: J‘ )‘f/ /3"0

GeneraIManager
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FI GURE 3. | NTRODUCTI ON PAGE

Reference:  FAR Section 145.11(a)(2)and Section 145.45(f). This page

shoul d reflect the conpany's philosophy and an explanation of the manual.
T (NAME OF COMPANY) ]

REPAIR STATION= INSPECTIONPROCEDURESMANUAL

Title: Introduction
Page No: i
Issue Date: 7/1/78

This inspection procedures manual has been prepared in accordance with
the current Federal Aviation Regulations (FAR) and the policies of
(insert name of company).

This manual explains the internal inspection system in detail,
including the continuity of inspection responsibility. It gives
samples of inspection forms used and their method of execution. The
manual gives a detailed explanation of the following portions of the
inspection system: incoming materials, preliminary inspection, hidden
damage, inspection continuity and final inspection of the article
being maintained or altered at this facility.

The general repair, overhaul or alteration of products will be
performed in accordance with the current Federal Aviation Regulations,
manufacturer’s data, drawings, specifications and bulletins, or other
technical data approved by the Administrator for the particular
(insert appropriate rating(s) or limited rating(s) airframe, engine,
ropeller or appliance). Limited rating specialized service for
?insert appropriate rating) will be performed in accordance with the
procedures outlined in the (insert name of company) Process
Specification (insert number) approved by the Federal Aviation
Administration (FAA) dated (insert date approved by FAA).

This repair station will not maintain or alter any item for which it
is not rated, and will not maintain or alter any article for which it
is rated if it requires technical data, equipment, materials,
facilities or trained personnel that are not available. (FAR 145.53).

The technical library and this inspection procedures manual, required
for operation of this repair station, will be maintained in a current
status at all times.

Each supervisor and inspector working for this repair station will
have a current copy of this manual and should thoroughly understand
its contents. It will also be available to other repair station
personnel.

Note: (If applicable) include the following: The performance
of any maintenance, preventive maintenance, alteration or
required inspections for an air carrier or commercial
operator having a continuous airworthiness program under
FAR Part 121, 125, 127, or 135 will be performed in
accordance with the requirements of FAR 145,

Section 145.2

APPROVED: 9 . WL .
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FIGURE 4. MANUAL CONTROL PAGE

Reference:

FAR Section 145.45(f). This page should explain how the

manual is to be maintained and kept current,

I

REPAIR STATION - ON MANUAL

Title: Maoual Gootrol
Pege Mo: | |
Issue Date 7/1/78

Each manual will have a control mumber and an assigrment entry on the
manual cover page. A master list containing the menual mumber,
location and revision status will be kept in the general manager's
office.

The general manager will obtain from the chief inspector and each
shop supervisor ance each month a marual St at us report. Thisreport
will either confirm that the manual | S still current and valid for
that department's use, or will identify needed changes.

A follow-up file will be maintained i N the general manager's Of fi ce
showing, on a continuous basis, the disposition of edch peeded change
which 1's identified.

The general manager will have those revisions he finds

produced in a final form for coordination with the FAA Gemeral
Aviation District OF fi ce at (insert location). Each page of t he
manual and revision thereto will be approved by the general manager.
Upon acceptance by. FAA, sufficient copies will be made and distributed
to provide revision pages for each mamual holder.

Upon receipt of a revision, each menual holder will be responsible for
inserting the revised psges in its manual, record the revision on the
marual's record of revision page and return the acknowledgment form
(provided with the revision) to the general manager showing the holder
has revised its menual.

A list of effective pages will be issued with each revision so each
marual can be checked and kept amrent.

APPROVED: 9. M. s

General Manager
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FIGURE 5. RECORD OF REVISION PAGE
Reference: FAR Section 1h5.LD(T). This page should contain a record of ail

revisions.

—

OF COMPAN
REPAIR STATION - MANUAL

Title: Record OF Revision
Page No: 111
Issue Date: 7/1/78

Manual No. Manual Hol der

_ Retain this record in the manual. Upon receipt of revisions, insert
revised pages inthe manual and enter the revision mumber, revision date,
insertion date and initials of person incorporating the revision, in the
appropriate block on the record of revisions. Ret urn acknowledgment form
to general manager. All personnel are expected to suggest revision
requi renents, when the need i s apparent, to the general manager.

Rev. Rev. Insertion| Rev. Rev. Insertion]

No. Date Date By No. Date Date B
Original| 7/1/78 7/1/78 HDQ

Issue

APPROVED: I M /Soeo

General Manager
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FI GURE 6.LIST OF EFFECTI VE PAGES

eference: 'Thi s page should |ist each page in
the manual and show the current effective date of that page. A new
list of effective pages would be required with each revision in order
to provide a neans for the manual hol der to check that its manual is
current.

f (NAME OF COMPANY)
REPAIR STATION - INSPECTION PROCEDURES MANUAL
Title: List of Effective Pages
Page No: | V
| ssue Date: 7/1/78
Revision No:
Page Page o e 1
Section No. Date Section No. Date [Section, l%‘i Date

Table of |1 'lhrq

Contents |3 7/1/78
Introduc-

tion i 7/1/78
Manual ii 7/1/78
Control

Record of

Revisions |iii 7/1/78

List of
Effective
Pages iv 7/1/78

I % Thru| 7/1/78
II 1 Thry 7/1/78
3
III % Thry 7/1/78
v 1 Thr 7/1/78
9
v 1 Thru] 7/1/78
25
VI List as necessary for repair station operation

|1 |
APPROVED: s.Q ZZL, (é'v_ﬂ.l‘
Genera %er
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FIGURE 7. SECTION | - HOUSING AND FACI LI TI ES COVER PAGE

NOTE:  This information is not required by FAR to be included
inthe mnual. If inclusion is desirable exanples are
provi ded.

(NAME OF COMPANY)
REPATR STATION - INSPECTION PROCEDURES MANUAL

SECTION |
HOUSING AND FACILITIES
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FI GURE 8. HOUSI NG AND FACI LI TIES DESCRI PTI ON PAGE.
Reference: FAR Section 145.35(a) through (h) and FAR Section 145.37(a)

thro%@ (¥ This page Snourd contain a description of {Ne type Of
urfdings, facilities and type of construction. Include of floars,

heating, lighting, natural light, electrical and conpressed air outlets.
Ot her special requirements applicable to spray painting, airfrane or
engi ne ratinﬂs, instrument, radio and propeller ratings, should be
covered on this page. Total area (in square feet) should be given.

NOTE:  (Ref. FAR Section 145.21). Any changes to the location or
in its housing and facility nust be approved in witing by
the local Flight Standards District Office.

NAME OF COMPANY
REPAIR STATION - INSPECTION PROCEDURES MANUAL

Section: |

Page No: 1

Title: Housing andFacilities
Issue Date: 7/1/78

The (insert name of company) FAA Certificated Repair Station No.
(insert) is completely housed in an all steel semicantilever two bay
hangar with attached offices, stockroom, and shops with the following:

69,000 Square feet of hangar floor space
1,183 Square feet of office space
2,662 Square feet of stockroom floor space
2,581 Square feet of shop space

All floors are constructed of reinforced concrete with asphalt tile
overlay in the offices and shops.

All office and shop spaces are lighted with fluorescent light fixtures.
All hangar bays are lighted with approximately 50 explosion proof 750
watt lamp assemblies. ~ 220 Volt-30 amp and 110 Volt-20 amp circuits are
available in hangar and shop areas.

Hangar has four doors, each 50' wide, two to each of the hangar's two
bays. The doors, when open have all overhead clearance of 38'6" and
leave a 100' opening the full length of each hangar bay. Doors cm be
operated manually or electrically.

Traveling hoists are located on the beams of the hangar, servicing the
entire floor space. The entire hangar, offices, stockroom and shops are
protected with a fire alarm and SErinkIer system. The ramﬁ in front of
the hangar is concrete and is lighted by floodlights at night.

A 90 PSI/60 CEM electric driven air compressor supplies filtered )
compressed air to wall outlets equipped with moisture traps at convenient
locations in hangar and shop areas.

Hangar is heated by a central boiler room blowing hot air through ducts
and overhead blowers. The offices, stockroom, and shops are heated
through hot air ducts.

APPROVEDAY - W fBeen

General Manager

10
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FICURE 9. FACILITY FLOOR PLAN _
Reference: FAR Section 145.37. This page would contain a floor plan

of shops, hangar, stock area, offices, etc. External dimensions of the
individual areas should be given.

(NAME OF OOMPANY)
REPAI R STATI ON" = INSPECTION PROCEDURES MANUAL

Section: I
P,aﬁe No. 2
Title: Facility Floor Pl an
I | ssue Date: 7/1/78
HANGAR
—
BAY 1 BAY 2

oy
: 11%5” }‘»TF‘!B—;&G' =]
|

Ct c2 J1 J 2
A-TIRE STORAGE 13x12 D- SHEET METAL SHOP S0X24 G- LIBRARY 15X12
B-STOCKROOM OFFICE 48X24  E1-MAINTENANCE CFFICE.23X20 H- WORKSHOP 44X20
Cl- STOCKROOM 29x24 E2-AVIONIC OFFICE 23X20 J1-AVIONIC SHOP 28X17
C2-Stockroom  24X14 F- INSPECTION OFFICE 15X10 J2-AVINIC SPOP 37X20
APPROVED: A .
erar er

11
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FIGURE 10. SECTION II - COMPANY ORGANIZATION COVER PAGE

NOTE: Only information relating to the i nspection responsibility
continuity is required to be i ncl uded i n the manual .

L —— S
OF OOMP.
REPAIR STATTON - MANUAL
SECTION II
COMPANY ORGANIZATION

12
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FIGURE 11. ORGANIZATIONAL CHART
Reference:” FAR Section 145.43(a) through (e). This page should contain

the company organization flow chart indicating authority by title only.
It should reflect separation between supervision of the maintenance and
inspection departments.

g . |
OF QOMP.
REPAIR STATION - INSPECTION PROCEDURES MANUAL
Section: II
Page No: 1

Title: Organization Chart
| ssue Date: 7/1/78

CGRGANIZATIONAL CHART

GENERAL
MANAGER
CHIEF STOCKROON MAINTENANCE AVINICS
DISPRCTOR MANAGER MANAGER MANAGER
|
ST0CKROMM WORKING WORKING WORKDG
TRSPRCHES CIERKS PORBUN PORRMAN FOREMAN
I L I RChR IS TECHIICIANS TECHNICIANS
—
MECHANICS

APPROVED: 2. V. /3%40
Ceneral Varmeer

13
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FI GURE 12. AUTHORITY AND ROSTER OF AUTHORIZED INSPECTION PERSONNEL.
Referencer FARSection 145.43(a)(2). This information I's not required b%/]
reguratron to be kept Tn this manual but is required to be available in the
repair station. It i S reconmended that this information be kept in the repair
station only, so a revision to the [ist would not rewire a revision of the
manual . If a repair station finds it advantageous, the information may be
included in this part of the manual. 1In either case, it should include the
name of the chief inspector, all inspection personnel and identify those

i nspectors who make final quality determination before approval for return to
service. It should include all authorized signatures for "Return to Service"
and indicate the area of responsibility of each person.

NOTE 1: A space shoul d be provided opposite each nane for their
Si gnature. I'f work i s performed i n accordance with FAR Section
145.2, reuuired inspection personnel should be designated as
required by Subpart L of FAR part 121, Subpart G of FAR Part 125,
Subpart | of FAR Part 127 and Subpart J of FAR Part 135.
Training records are required to be maintained on each individual
t 0 Show compliance with FAR Secti on 145.39(e).

NOTE 2. No person may performa required i nspection on work covered
by Section 145.2 if that person perforned the itemof work to be
inspected.

(NAME OF COMPAMY)
REPAIR STATTON —

Section: II

Page No: 2

Title: Authority and Roster of
Authorized Inspection

Personnel
Issue Date: 7/1/78

Tertificate Type Tnspector 's_ldentification
Name and Title and Number Signature Initial Stamp

AP 1580
Chief, Inspector Repeimman O 36891

TF¥) Joseph Camp

Line &

Inspector

T T e 6
[t 5

Inspector Rangar

and Receiving AP P1392

y )
Maintenance ASP T1496
T 1rman
Avionics Manager Avionics
= May Puree Repairman I32F
In_s%s Avionics Avionics
- Repairman Z
Inspector X-ray
Specialized Ultrasonic
Service Magnetic particle
Pddy current

Authority Delegation.
{*)Authorized to sign for lead mechanic work anly.

(**) Authorized to return air carrier aircraft to service, in accordance with
FAR Parts 121, 125, 127, and 135 within the scope of the repair station.

(*A) Authorized to return air carrier aircraft to service, in accordance with
FAR Parts 121, 125, 127, and 135 regarding avionics equipment, within the scope
of the repair station ratings.

ArPrOVED: &2- W . Beeo
Teneral Fansger J

14
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FI GURE 12. AUTHORI TY AND ROSTER OF AUTHORIZED INSPECTION
PERSONNEL (OONTINUED)
OF CQOMP !
REPAIR STATTON - INSPECTION MANUAL
Section: II
Page Mo. 3

Title: Authority and Roster of
Authorized Inspection
Perscrmel

Issue Date: 7/1/78

AUTHORTTY DFIRGATTON (CONTINUED)
For a complete list of duties, see Chief Inspector's duti es.

The inspector will signify acceptance of work performed by stamping the
appropriate box an the work order or inspection form along with the date
the work is accepted.

Log book entries, inspection forms, and FAA forms must be signed using full
name and in ink by the inspector completing the inspection.

A master list shall be maintained with each inspector's full name, initials
and stamp in this section of the repair station manual (or in the repair
station as applicable). A stamp issued to an inspector will be destroyed when
an inspector mo longer acts as a member of the inspection department, and that
number will not be reissued.

All inspectors are authorized to return to service aircraft and/or component
for which the ir station is rated after amnual inspection, mejor
alteration ar mgor repairs have been completed.

APPK’VED:\Q- M.
General Manager

15
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FIGURE 13. SECTION ITI - PERSONNEL & TRAINING COVER PAGE

NOTE:  This information is not required by FAR to be included
in this manual, except the procedures for tral ni ng |1 nspect | on
personnel. Companies who desire, may include this i nfor-
mation in its manual for all persomnel.

OF COMP,

(NAME OF COMPANY)
REPATR STATION - INSPECTION PROCEDURES MANUAL

SECTION ITI
PERSONNEL & TRAINING

16
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FIGURE 14. TRAINING INFORMATION

Reference: FAR Section 145.39(e) and Section 145.45. This page showuld
identify what methods are to be used. The records should reflect the2
methods, type, length of training, where and when it was received. 1he
records should be kept current.

OF COMP.
REPAIR STATION - MANUAL

Section: 111

Page No. 1

Titl e: Training

| ssue Date: 7/1/78

Training of repair stationinspectors and ot her persormel will be
accomplished by classman instruction plus factory and on the job
traini ng as necessary.

O assroomtraining will be accomplished by the maintenance manager,
chief inspector or factory field service representatives.

Factory training will beschedul ed as necessary for per sonnel tobecane
familiar with new aircraft and aviation productsor product
improvements.

Currentrecordswi || bemaintained for each employee by the general

er on Form 123, Record of BEmployee's Training. The record will
indicate the type of training (detailed), method, duration, date of
conpletion, location and include the nanme of the instructor that
conducted t he classroom and on t he j ob training. Copi es of the
]gelrtificates issued for factory training will be kept in enployee's
ile.

17
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FI' GURE 15. EMPLOYMENT SUMVARY

Re sference: FAR Section 145.43(b) (1) through (5). This information i s not
T équired by regulation to be Kept I'n ThisS marual but is required to be
zwvailable Inthe repair station, it is suggested 'that this information not
I>e made part of this manual SO that a revision to the [ist would not require
arevision to the manual. A company who desires, may include it init
manual . In either case, a separate summary iS required for each person that

I s-listed in Section IT, Pages 1 & 2. It shoul d containthei nfornation as
shown on the sanple for each person to show compliance with the regul ations.

NOTE 1: It should be in the format of the referenced regulation.

NOTE 2: It is recommended that space be provided at the end of each
sumary f or the individual's signature.

NOTE 3: This sumary is required to be naintained in accordance with
Section 145.43(c) through (e).

( NAMVE OF COMPANY)
REPAIR STATION - INSPECTION PROCEDURES MANUAL

Section: III

Page No: 2

Titl e: Bmployment Summary
[ ssue Date: 7/1/78

Name: Harry Jones Title:  Chief | nspector

Scope of present employment: Has conpl ete repair station inspection
responsi bi Lity . Type certificale(s) rating(s) & rmuber(s) AP 15607,
Repairman Q36891 _Instruments & Propellers. Total years experience. 30yrs.

Wrk Record
From To Bmployerard addr ess Posi tion
T. 148 2-58 A.B.C. Aviation - Newton, New York AP Mechanic
2. 2-58 5-65 A.B.C. Aviation - Newton, New York Lead Mechanic
3. 5-65 7-69 A.B.C. Aviation - Newton, New York shop Foreman
4, 7-69 Presert Elmo Aviatior - Fresno, California Chief Inspector

si gned: % s
ONES

APPROVED: (. 0, 7 [Beso
General Manager

18
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FIGURE 16. SECTION IV - DUTIES AND RESPONSIBILITIES QOVER PAGE
NOTE: This section should contain the duties and responsibilities

of key positions by title (use separate page(s), one page for
each position shown on the organizatioral chart in Section II).
No names should appear in this section, only titles. Title
should be the same as on the organizational charts and eleswhere
in the manaul. The information contaired on the following pages
are examples. Place the applicable titles, duties, and
responsibilities in the appropriate positiors as they exist at
your facility. Only the information relating to the continuity
of inspection responsibility is required to be included in the
manual.

-

(NAME OF COMPANY)
REPAIR STATION - INSPECTION PROCEDURE MANUAL

SECTION IV
DUTIES AND RESPONSI BI LI TI ES

19
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FI GURE 17. DUTIES AND RESPONSI BI LI TI ES - GENERAL MANAGER
Relerence: FAR Sections 143.35, 145.37, 142.39, 14574177145 43,

145.47, 145.49, and 145.55.

SNAME OF (OMPANY)
REPATR STATION - PECTION PROCEDURES MANUAL

Section: 1V

Page No: 1

Title: Duties and Responsibilities
I ssue Date: 7/1/78

GENERAL MANAGER

The general manager is responsible to the vice president of technical
services for the complete overall operations of de repair station,

i ncl uding the adequate housing and facilities and the continued

mai ntenance thereor. In addition the general manager is al so
responsi bl e:

For providi ng adequate training, equipment, materials and canpet ent
personnel pertinentto the operations of the repair station in order
that it may comply with all applicable Federal Aviation Regulations
(FAR) and manuf acturer's recommendations.

To ascertain t hat adequate fire fighting equipment is avail abl e at
the repair station.

To establish standards to ascertain that adequate safety precautions
are observed.

To establish procedures to determine the reed for original

and recurrent traini nq of personnel corsistent wWith the work to be
performed. Establish [iaison with air carriers respecting applicable
FAR requirenents, when work for air carriers is to be performed.

In the absence of a maintenance manager or chief inspector the
general manager assumes the responsibilities and del egates authority
to qualified personnel as dictated by FAR Part 145 and FAR Part 43,
to release aircraft for service after repair or inspections.

The general manager may delegate all duties assigned to any qualified
assi stant as necessary however, such del egation does not relieve the
general manager of the overall responsibilities.

sprroviD: 9. . Goeo
Ceperal Varager

20



2/13/81 AC 1453
Appendi x 1

FIGURE 18. DUTI ES AND RESPONSI Bl LI TI ES - CH EF INSPECIOR
Refererce: [FAR Sections 145.35,143.43, 143.47, 145.33, 145.57, and 145.59

(NAME OF COMPANY)
REPAIR STATI ON -~ INSPECTION PROCEDURE MANUAL

Section: IV

Page No: 2

Title: Duties and Responsibilities
| ssue Date: 7/1/78

GHIEF INSPECTOR

The chi ef inspector i s responsible tothe general manager for t he overal |
operation of the inspectior departmert and, as such, wi || have the final
authority in the releasing to service of airfranes, engires, propellers,
appl i ances and the component parts thereof. In addition, the inspector

i s responsible for directirg, planning and laying out the details of
inspection standards, nethods and procedures used by the repair station in
complying Wi th al | appl i cabl e Federal Aviation Regul ations, marufacturer's
speci fi cationsandrecommendations.

[t is the chief inspector's duty to:

1. Assist, supervise and direct all personnel assigned to the inspection
department.

2. Ascertain that all inspections are properly performed on all crpleted
work and that the proper inspection records, reports and forms used by the
repair statior; are properly executed prior to releasing t he product for
return to Service.

3. Maintair, and keep current a fil e of pertinent Federal Aviation
Regul ations, specificatiors,type certificatior data sheets, ard
airworthinessdi recti ves.

4, Determine that all technical data on all articles overhaul ed or repaired
by the repair statior are secured and kept currert with | atest revisions by
the respective department i nspectors. This data will include repair
station's process specificatior. for linited rating specialized services,
manufacturer's overhaul manuals, service bulletins, part specifications,

rel ated Federal Aviation Adm nistration approved data and other technical
data used by the repair station. In additior, assure that allnilitary
technical orders used in the overhaul and repair of components have been
evaluated and approved by the FM

APPROVED: =32 . .. Bevo

General Manager
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FIGURE 18. DUTI ES AND RESPONSI BI LI TI ES - CHI EF INSPECTOR (OONTINUED)

OF QOMP.
REPATR STATION - INSPECTION PROCEDURES MANUAL

Section: TV

Page No: 3

Title: Duties and Responsihilities
I ssue Date: 7/1/78

CHIEF INSPECTOR (CQONTINUED)

5. Assure that periodic checks are made an al |l inspection tools and the
calibration of precision test equipment used by the repair station and
mechani cs&o have their own preci Si on equipment, Futher assure that a
current record of those inspections and testis maintained.

6. Deternine that no defective, unserviceable, or unairworthy parts are
installed in any component or articles released by the repair station.

7. Submit reports of defects of wairworthy condition in accordance with
FAR 145.63

8. Assure the properexecution of FAA Form 337 wher required, and/or a
nai ntenance rel ease.

9. Accomplish the final acceptance of all incoming material, including new
parts, supplies and the airworthiness of articles on which work has been
performed outside the repair station by contract.

10. Conduct the prelininary, hidden damage, in-progress, and final
inspection of all articles processed by the repair station and record
results as outlined in this manual.

11. Oversee the proper Ggging and identification of all parts and
canponents as outlined in this manual

12. Provide for continuity of inspection responsibility, assuring
canpl etion of required i nspection wher personnel shift or assigrment changes
occur.

APPROVED: w?- M+ (Zveo

General Manager
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FIGURE 18.
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Appendi x 1

DUTI ES AND RESPONSI BI LI TI ES - CHI EF INSPECTOR (CONTINUED)

-
OF (QOMP.
REPATR STATION - MANUAL
section; lv
Page No: 4

Title: Duties and Responsibilities
| ssue Date: 7/1/78

CHIEF INSPECTOR (QONTINUED)

13. See that rej ect ed and wnserviceable parts ar ehandl ed i n such a way as
t 0 prevent their reuse as serviceabl e parts.

14.Ascertain that atl inspections are properly perforned oo all completed
work before it is approved for return to service, and that the proper

i nspection and maintenance records, reports, and forms r equi r ed for such
rel ease are properly executed.

15. Maintain fil es of campleted work orders and i nspection forms i n such a
marner that the file pertaining to a specific item repaired can be readily
| ocat ed for review.

16. I nspect all radio work that requires the qualificationof an A&P

mechanic, such as airframe structures, airframe electrical wiring, and
wei ght andbal ance.

Note: The chief inspector may delegate all duties assigned
to my qualified assistant as necessary, however, such
del egation does mot relieve the chief inspector of the
overal | responsibilities.

APPROVED: 9. M. . %.
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Fl GURE 19. DUTIES AND RESPONSI Bl LI Tl ES - MAINTENANCE MANAGER
Reference: TFAR Sections 145.35, 145.37, 145.39, 145.45,7145.47, 145.55,

145.57, 145.59, ard 145.61.

working condition, assuring that periodic checks and calibrations are made

nanner.

work.,
7. Oonducting periodic drills for the purpose of jndoctrinatinghpersomel
in the proper use and | ocation of firefislyti ng equipment, and checking the

equipment periodically for serviceability and adequacy.

APPROVED: . Y. Bevo

(NAME OF OOMPANY)
REPATR STATION - INSPECTION PROCEDURES MANUAL

Section: |V

Page No: 5

Title: Dutiesand Responsibilities
| ssue Date: 7/1/78

MATNTENANCE VANAGER

The maintenance manager i S responsi bl e to the general marager for t he
operation of the repair statior.

In addition, the maintenance manager i s responsible for:

1. Training and assi sting subordirates ir t he proper work procedures and
practices to be followed.

2. Maintaining all hangar and shop equipment and t 00l S in a serviceable

on special tools and test equipnent, and that current records are maintained
of those tests and calibrations.

3. Ascertainingthat al|l necessary maintenance entries on maintenance forms
and work orders used by the repair station are properly executed by the
responsi bl e mechani cs.

4. Maintairing the premises of the repair stationin a clear: and orderly

5. I'nitiating prchase requisitions f or stock as required.

6. Assuring that the personnel in the maintenance department do quality

General Marager
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FIGURE 19.
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Appendi x 1

DUTI ES AND RESPONSI BI LI TI ES ~ MAINTENANCE MANAGER (CONTINUED)

(NAME OF COMPANY )
REPAI R STATION = TNSPECTT UV PROCEDURES MANUAL

Section: |V

Page No: 6

Title: Duties and Responsibilities
| ssue Date: 7/1/78

MAINTENANCE MANAGER (CONTINUED)

8. Indoctrinating the personnel in observing the safety precautions
relevant to the functions for which they may be utilized.

9. Mking available to the departnments under the maintenance manager's
control the required technical data onall aircraft, engines, and appliance,.
for the maintenance accomplished and keeping the data current with |atest
revision. The data will include manufacturers' maintenance and overhaul
manual s, service bulletins, parts specifications, related Federal Aviation
mnistration approved data, and any other technical data used by the
repair station.

10. Assuring the proper handling of all Parts while in repair process and
when work | S campleted.

11. Maintaing the preservation of all units or parts during the work
process, installation and storage.

Note: The mai ntenance manager ny delegate all duties to any
qualified assistant as necessary; however, such del egation
does not relieve the maintenance manager of the overall
responsibilities.

APPROVED: w2 - M. B0

General VRnager
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FIGURE 20.

DUTIES AND RESPCNSIBILITIES - AVIONICS MANAGER

Referernce:

FAR Sectiors 145.35 145.37, 145,39, 145.45, 145.47, 145.57,

145. 59 ard 145,61

( NAME OF COMPANY)
REPAI R STATION - INSPECTION PROCEDURFS MANUAL

Section: |V

Page No: 7

Title: Duties and Responsibilities
I ssue Date: 7/1/78

AVIONICS MANAGEP

The avj oni cs manager is responsible to the general manager for the overall
operation of the avionics departnent.

In addition, the avionics manager is responsible for:

1. The planning, direction and coordination of activities within the
department, and the planning of its activities in conjunction with other
departments, as required.

2. Assuring that the repair and overhaul of allarticles and camponents
wi thin the avionics manager jurisdiction is accomplished within the
authority of the repair station and that the work is inspected by the

i nspection departnent.

3. Training and assisting subordinates in the proper work procedures and
practices to be fol | owed.

4, Making availabl e to the avionics departnent the required technical data
on all articles overhauled or repaired by the avionics departnent and
keeping the data current with latest revisions. The data will include
manufacturers' overhaul menuals, servi ce bul | etins, parts specifications,
rel ated Federal Aviation Adninistration approved data and any ot her
technical data used.

5. The maintenance of all avionics department equipment and toolsina
servi ceabl e wor ki ng condition, assuring that periodic checks and calibration

are made on test eguipment and t hat current records are maintained of those
tests and calibrations.

6. Ascertaining that all necessary maintenance entries on maintenance forms
and work orders used by the repair station are properly executed by the
responsi bl e technicians.

7. The quality of work perforned by the personnel in the departnent.

APPROVED: . Y. Been

CGeneral Manager
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FI GURE 20.
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Appendi x 1

DUTI ES AND RESPONSI BI LI Tl ES - AVI ONI CS MANAGER ( CONTT NUED)

(NAME OF QOMPANY)
REPAIR STATION - INSPECTION PRCCEDURES MANUAL

Section: |V

Page No: &

Title: Duties and Respons:ibilities
I ssue Date: 7/1/78

AVIONICS MANAGER (COONTINUED)

8. The proger handl i ng of all parts while in repair process through the
avi oni cs shop and wher: work i s canpl et ed.

9. The preservation of all usits or parts during process through t hf
avi oni cs shop and when work is canpl eted.

10. Toinsure that the mirtenance of the avioni ¢cs department piremic es are
kept in a clear, and orderly manmer.

11. Initiating purchase orders for stock as required.
12. The maintenance of all avionics department records.

Note: The avionics manager ny del egate all duties to any cualified
assistant as necessary, however, such del egation does: not relieve
the avioni cs manager of the overall responsibilities.

APPROVED: J. M. . Bree
Gener al Manager
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FIGURE 21.

DUTI ES AND RESPONSI BI LI TI ES - STOCKROOM MANACER

Ref er ence:

TAR Sectiorx 145.35 and 145.37

28

(NAME OF (QOMPANY)
REPAI R STATI ON - TNSPECTI ON PROCEDURES MANUAL

Sectiorx 1V

Page No: 9

Title: Duties and Responsibilities
| ssue Date: 7/1/78

STOCKROOM MANAGER

The :stockroom manager i S responsibl e to the general manager for the
oper:itior: of the stockroom.

In acldition, the stockroommanager is responsibl e:

For identifying, controlling, segregating, and mairtairing al | stock and
tool s: to a serviceabl e or unserviceable category as desi gnated by the chi ef
i nspector.

For tae preservation of all articles or parts, tile carried in irventory,
including parts that are subject to deterioration and shelf-life
speciifications.

For controlling t he inventory.

For diistributing to all pertinent dedparuna')ts any ni scel | aneous techni cal
in:fortnatior,etc., which is received by the stockroom

For = ascertaining that a sufficient supply of fire fighting and safety
uipment i s provided for use at fire stations In hangars, ShOpS, ranps, and
vehicles and for their replacement after use.

The: stockroom manager ny del egate to any qualified assistant as necessary,

however, such dglg%atlion does mot rel i eve t he stockroom manager of t he
overal | responsibiTities.

APPEROVED: &7, M. éﬂ-o
a ager
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FIGURE 22. SECTION V - INSPECTION SYSTEM OOVER PAGE.

NOTE: This section contains some areas that may be considered
in excess of minimum FAR requirements. In order to produce
satisfactory quality control those additional procedures
were required.

(NAME OF COVP.’AEI;!
REPAI R STATION - URES MANUAL

SECTION V
INSPECTION SYSTEM
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FIGURE 23. | NSPECTION SYSTEM AND | NSPECTI ON PERSONNEL.

Reference: FAR Sections 1ZR-Z45 145.450a), (B), () (2), (3) ard
145.59(b) . ALL 1 nspectors should be certificated I/ accordance wt h FAR
Part 65.

( NAME OF QOMPANY) -‘
REPAI RSTATI ON - INSPECTION PROCEDURES MANUAL

Section: Vv

Page No: 1

Title: Inspection System
| ssue Date: 7/1/78

INSPECTION SYSTEM

GENERAL

The chief inspector is responsible to the general manager for full
compliance With al | procedures outlined in this system as appropriate to any
item beinginspected; repaired, overhauled or altered by the repair statior.
The airworthiness of those itens and compliance Wi th record requiremerts Of
the operators of those itens and of the repair station, depend; upon
cornformity to the procedures of this system

| NSPECTI ON_ PERSONNEL,

Inspection personnel are required to be thoroughly famliar with all
inspection methods, techniques and equipment used in their area of
responsibility to deternmine the quality of airworthiress of an article
undergoi ng naintenance, repair or alterations. Al personnel must also
maintain proficiency in the use of the various types of inspection aids
to be used for inspection of the particul ar items undergoing inspectior.
Available t0 al | inspectior personnel are currert specificatlons involving
inspectiont ol erances, limts, and procedures as set forth by manufacturer
of the product undergoing inspectior and ot her forms of inspection
informatior such as FM airworthinessdirectives, manuf act ur er s bulletirs,
etc. Afile of maintenance manuals, engineering letters, service letters,
FAA regulations, etc., are maintained in the inspectior office.

I nspection personnel assigned to repair station operations are required to
famliarize themselves with FM regulations applicable to such operations
with particul ar emphasis onthe follow ng:

FAR Part2l - Certification Procedures For Products And Parts

FAR Part23 - Airworthiness Standards: Normal, Uility And Acrobatic
Category Airplanes

FAR Part25 -Airworthiness Standards: Transport Category Airplanes
FAR Part39 - AirworthinessDirectives

APPROVED: &9, Wi+ Bees
General Manager
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FIGURE 23. | NSPECTI ON AND | NSPECTI ON PERSONNEL (QONTINUED)

(NAME OF COMPANY)
REPAIR STATION - INSPECTION PROCFDURES MANUAL

Section: V

Page No: 2

Title: Inspection System
Issue Date: 7/1/78

INSPECTION PERSONNEL ( CONTINUED)

FAR Part 43 = Maintenance, Preventive Maintenance, Rebuilding and
Alteration

FAR Part, 45 - Identification And Registration Marking

FAR Part 65 = Certification. Airmen Ot her Than Flight Crewmembers
FAR pPart 91 - General Operating Amd Fl i ght Rules

FAR part 145 = Repair Stations

FAR Part 121 - Certification and Qperations: Domestic, Flag, and
Suppl emental Air Carriers and Commercial Operators of Large Aircraft

FAR Part 125 Certificati on and Operation Rules for Certain Lar ge Ai r pl anes
FARPart 135 - Air Taxi Cperators And Commercial Cperators
INSPECTORS, MECHANICS AND SUPERVISORS

A1l supervisors, inspectors and nechanics are required to be thoroughly
familiar With the requirenents of this manual, FaAregul ations,
airworthiness directives and advi sory circul ars, manufacturers service
letters and bulletins and engineering Orders. The basic inspection system
requi res mechanics to sign their |ast name for work perforned by them prior
to submitting the itemto i nspectors for final acceptance. Inspectors wil |
i ndi cate their acceptance of work performed with the application of the

i nspector's acceptance stamp next to t he item on t he work forms. See
Section VI of this manual for sanple forms and instructions for their use.

APPROVED: 9. M. f3vo
Gener al Manager
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FIGURE 24, INSPECTION QONTINUITY
Reference — il sections 140.40(f) and 145.61. This section should show by

title, who performs the inspection, the forms to be used, and disposition
of the records. The inspection continuity should encompass incoming
materials, preliminary hidden damage ard final inspectior where applicable.
It should include items as they progress through various stages of repair,
overhaul or modification, including other inspections, test and calibra-
tions (Rockwell Hardness Test, Magnflux, Ultrasonic X-ray, etc.), adjusting
or calibrating VOR, IME or ILS equipment. It should establish a system for
passing along the continuity of inspection arnd other maintenance from one
shift or person to amother. It should reference manufacturer's inspection
standards for the maintenarice of the particular items.

(NAME OF OOMPANY)
REPAIR STATION - INSPECTION PROCEDURES MANUAL

Section: V

Page No: 3

Title: InspectionSystem
| ssue Date: 7/1/78

ONTINUITY OF INSPECTION RESPONSIBILITY

Through a "'Line of Succession" list maintained by the chi ef i nspector,
his duties are assured of performance as "Acting Chi ef Inspector.'

A status book will be provided i n t hehangar ard each shop ir, which a
status report will be left by each of the inspectors leaving the job
bef ore completion of a project, for information tothe succeeding
inspector. |tS purpose is to assure a continuing i nspectian responsi -
bilrty for in-progress work inspections.

All forms upon which work performed s | sted have been desi gned to show
t he name of the mechanic, or repairman who perforns the work (or supervises
it) and the name of t he i nspector i nspecting that work.

A project involving work other than inspection only, may
return to service unless it has been cleared by the chief inspector as
satisfying { Ne requirements of FAR 145.61, and 145.59(a).

Samples of work forns, inspection forms, andinstructions for campleting
them, are cont ai ned i n Section VI of this manual.

APPROVED: 9. ). fBowg
General Manager
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FIGURE 25. INGOMINGMATERI ALS

Reference: FAR Section 145.45(c). This section shoul d expl ai n how
compliance I S shown, howihe inspections are recorded, classification of
incomingmaterial S, including checks f or damage, preservation and shelf-1ife,
identification of parts by part mumber, and the person responsible to

performthe i aspection (by title). 1Inaddition,it should describe the
action to be en when materials received do not nmeet specifications.

(NAME OF COMPANY)
REPAI R STATION - INSPECTION PROCEDURES MANUAL

Section: v

Page No: 4

Title: Inspection System
I'ssue Date: 7/1/78

PARTS RECETVING POLICY

The chief inspector of the repair station (or designee) is responsible to
see that all incoming material's, AN or M5 and other hardware, parts,
component, equi pnent and ot her products procured for use by the repair
station are subject to receiving inspection to assure conformance t0 part
nunber, purchase order and/or other applicable specifications. A record of
such inspections will be recorded on repair station Fbrmwo. 214, Recieving
Inspection.  Any products that fail to meet applicable specifications will
be red tagged as unserviceable, 1listingthe discrepancy and be returned to
t he stockroom manager for return to vendor. To preclude those parts from
bei ng used, the stockroom manager Wi || place such itens in the | ocked

hol ding area until they are repacked for shipping back to the vendor.

GENERAL TEST REOUIREMENTS:

1. New components manuf act ured under a type or production certificate,

or in accordance With a Technical Standard Order (or sinilar FRA approved
technical data), or components which have been rebuilt by the manufacturer
to production specifications, require avisual receiving’inspection.

2. Any repaired or overhauled components recei ved from an FAA certificated
I‘ repair station do not normally require more than a visual receiving

inspection before being returned to service. Repaired or overhaul ed
cunponents that are received from other than an Faa certified repair
station, in addition to the normal receiving inspection, will be
functional |y checked bef ore being ret urned to service.

3. Al components requiring a functional check are routed to the proper
repair station shop for the accamplishment of this check.

NOTE: Functional checks are performed in accordance with instructions
cont ai ned i nt he appropriate manufacturer's publ i cations.
However, if such specific instructions are not available,
functional check requirements will be deternined by the chief
inspector, and issued on a formto provide a means of recording
campliancet herewi t h.

APPROVED: < ™Mo. Zeao
CENERAL MANAGER
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FIGURE 25

INCOMING MATERTALS (CONTINUED)

34

(NAVE OF COMPANY)
REPAIR STATION - INSPECTION PROCEDURES MANUAL

Section: V

Page No: 5

Title: Inspection System
| ssue Date: 7/1/78

PARTS RECEIVING POLICY (CONTINUED)

NOTE: Functional checks are performed in accordance with instructions
containedi nthe appropri at e manufacturer's publ i cati ons.
However, i f such specific instructions are rot avail abl e,
functional check requirements will be determined by the chi ef
inspector, and i ssued on a form t 0 provi de a means 0f recordirg
campliance therewith. |f suitable test facilities are not
aval | abl e in repai r statior, camponents may be functionally
checked in the aircraft. 1In any case, all finctional checks
must be monitored and recor ded by t he chief i nspector or
desigree.

4. The Supervisor - Quality Control may request a functionmal check of any
component overhauled Or repai red by any agency, wher of t he opinion t hat
such a check is required in order to retwrn t he canponent to service.

5. All adhesives, sealers, prinmers, finishing asd other materials having
limted shelf-life are identified by material control |abels showing the
expiration date of the shelf-life as established by applicable
specifications. Inspectors and mechanics will dispose of any materials
fﬁul-,fd |i nf tie shop or store rooms without such identification or with expired
shel f-life.

6. The detail ed functions of material inspection are covered by the
manufacturer's quality assurance directive and inspection bulletins which
wi |l be used to implemert t he operatior of tie repair statior with respect
tothe control and identificationof materials, parts and equipment received
for direct use in the repair station. All parts new or overhauled pur chased
fram vendors will be checked for proper approval documentation prior to

| release for installation by the repalr station.

| APPROVED: . M. Avso
| Ceneral Werager
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FIGURE 26. WORK ORDER

RefTerence: FARSection145.61. The work order should have an identifi-
cation muber, show the name of the repair station, address and the FM
assigned repair station mumber. It should show the customers name and

addr ess, complete identification of the items worked on, detailed

I nstructi ons for work to be accomplished and space or reference instructions
f or work to be accomplished. For the work accomplished sign off space for
mechanics and inspector. And instructions for sign off of work as
acceptable to the company.

(NAME OF OCOMPANY)
REPAIR STATION - INSPFCTION PROCEDURESMANUAL

Section: V

Page No: 6

Title: Inspection System
| ssue Date: 7/1/78

WORK ORDER

receipt of a work request for maintenance or alteration en an
alrfranme, engine, accesslorly., propel ler, instrument, radio or a

] product requiring a specialized service covered by t he repair

station certificate, the maintenance department will issue a (name

of company) Repair Station work Order Form 1234 to authorize that

work to be accamplished. The form is prenumbered and t hat nunber wil |

be the basic reference for t he product's mai nt enance record. The work
order will specify the work to be accamplished. The work order will be
suppl emented as nécessary with detailed inspection instructions along
with applicable forms, to assure proper inspection and repair of the

unit involved. The rumber of additional forns used will be identified on
the work order. The original of the printed and nunbered work order form
will be retained in the maintenance manager's office.

A logbook Wi | | be maintained i n t he mai nt enance manager's of fi ce for
recor di ng each work order i n rumerical order, identifying the customer, the
product for which it was issued al ong with the manufacturer serial nunber,
speci al instructions andthe work accomplished.

It will be the responsibility of the respective shop manager and chief
I nspector to assure that proper supplemental instructions are furnished to

assulre J)roper progressive servicing, inspection andtesting of the product
i nvol ved.

Mechani cs will enter work accomplished and use |ast names to sign of f that
work onthe form Inspectors wll use their inspection stanp to sign off

inspections. Alist of inspectors and stanp mmbers are contained in this
manual under Section |1, Page 2.

See copy of work order and suppl emental forms in Section VI of this manual.

APPROVED: «. .. Bowd

nera er
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FIGURE27. REQORD OF WORK

Reference: FAR Section 145.61. A copy of the work order with all
attachments should be on file as a permanent record of all work
accomplished. The record should reflect the signature of each mechanic
ard inspector that performed maintenance on each wnit, it should
reflect exactly what work was accomplished. It should show all of the
parts used. The records should be maintained for a period of not less
than two years.

(NAME OF QOMPANY)
REPAIR STATION - INSPECTION PROCEDURES MANUAL

Section: V

Page No: 7

Title: InspectionSystem
| ssue Date: 7/1/78

REQORD COF WORK

A detailed record shall be kept of all work performed by the repair station.
A copy of each Wrk Order Forml1234 with all attached supplementary forn(s)
will be maintained in the repair station records section. A separate file
area is provided for all paper work associated with the repair station's
workactivities. Each work record i s checked by an inspector for work
accanpl i shed, parts used, signature of mechanic and i nspectors who perfor med
mai ntenance. Records are maintaired in active file for two (2) years then
transferred to dead storage for 5 additional years.

APPROVED: 9+ M. Been
General Manager
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FIGURE 28. PRELIMINARY | NSPECTI ON.
Referernce:

AC 145-3
Appendi x 1

special testing requirements.

part of the work order.

FAR Sections 145.2 and 145.45(d. This i nf or mati on shoul d

indicate who is to perform the inspection, the nethod of inspection and any
I nstructions should include the type of form
to be used, how defects noted are recorded and t he requirement t 0 make t hem

(NAME_OF COMPANY)
REPAI RSTATION — INSPECTION PROCEDURFES MANUAL

Section: V
Page No: 8 .
Title: Inspection System

| ssue Date: 7/1/78
"PRELIMINARY | NSPECTI ON

The Chief Inspector of the repair station is responsible for the

per formance of appropriate i nspections includina functional and nondestructive
tests to assure that all units delivered to the repair station for maintenance,
alteration or repair under the privileges of the repair station certificate are
subjected to a prelimnary inspection to determine the state of preservation
and any defects on the items involved. This inspection will be recorded on the
Prelimnary Inspection Form 567 with any discrepancies noted and the form must
be attached to the work order identified with the unit involved. It will
remain Wi th the applicable i nspection records until the unit is released for
service. Appropriate supplemental forns will be used to record the results of
functional and nondestructive tests. Those forms will show the work order
number and Wil | be routed attached to the work order.

Before any work i s bequn, the Chief Inspector will, in the case of work to
be perforned for an air carrier under the continuous airworthiness
requirements of FAR Parts 121, 125, 127, or 135, make sure that all
necessary current information and specifications are included or referred
toin the work instructions that are to accampany the article through the

repair stat ion, and that the work is done in accordance with the air
carrier's mnual.

APPROVED: o< WA,
neral Manager
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FIGURE 29. HIDDEN DAMAGE INSPECTION
Reference: FAR Section 145.45(e). This section should describe who

is to perform the inspection (by title), the depth (should include
areas adjacent to obviously damaged members or components), how the
inspection will be recorded, the recording and handling of any defects

noted and the requirement to make the inspection a part of the work order.

(NAME OF QOMPANY)
REPAIR STATION - INSPECTION PROCEDURES MANUAL

Section. V

Page No: 9

Title: Inspection System
| ssue Date: 7/1/78

INSPECTION FOR HIDDEN DAMAGE

The preliminary inspectior is rot limited tot he area of obvious danage
or deterioration but includes a thorough and searching i nspecti on for
hidden damage in areas adj acent t o the damaged area and/or i N the case
of deterioration, a thorough review of all simlar materials or
equipment in a given system or structural area. The scope of this
inspection will be govemed by the type of wnit involved with special
consideration accor ded previ ous operating history, Malfunction or

Def ect Reports, service bul | etins and AD not es appl i cabl e to t he wit
involved. = The I nspector i s responsibl e for listing al | di screpancies
noted during inspection an the work order prior to release for return
t 0 service. See Section VI of this manual for proper forms and
instructions for using them,

APPROVEDé. m. %er
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FIGURE 30. REQORD OF INSPECTION

Reference: FAR Sections 145.59(a), 145.59(d) through (f) and 145.61.
This section should explain how the results of required inspections are
recorded and made part of the applicable work order.

<

(NAME OF QOMPANY)
REPAI R STATION - INSPECTION PROCEDURES MANUAL

Sectiori: V

Page No: 10

Title: Inspection System
| ssue Date: 7/1/78

PROGRESSIVE INSPECTION

Aut hori zed i nspectors wi I | be assigred to make inspections at vari ous
stages of teardown, overhaul, and repair of all units or components
received by the repair station for service. Progressive inspectioris
are acconpl i shed with a frequency determired by applicabl e marual
recommendations and/ or repai r statior ori gi nat ed work forms.

MATOR REPATR AND ALTERATION ATRCRAFT AND COMPONENTS

Fol lowing the prelininary inspection, additional records ny be
prepared by the inspection department to provide a comprehensive

hi storical record of the work performed. These records will contain
work orders, service bulletins, ADnotes, service |letters, type of
inspection, detailed figures related to finctional tests and speci al
nondestructive t ests to be accanplished. The approved engineering or
other approved technical data authorizing the repair or alteration
will be clearly indicated. Were special draw ngs are made to cover
specific repait conditions, a copy of the drawing will be included in
the aircraft records.

Units removed from the aircraft will be tagged with the appropriate
i nspection identificatioritag listingtheaircraft serial rumber, wit
serial nuriber and reason for renoval.

No item removed and tagged as above described& || be reinstalled
unless the wit i S cleared as "serviceabl e" by inspection.

REPATR, ALTERATION AND OVERHAUL ACCESSORIES AND APPLIANCES

Sel f-contai ned accessory and agpliance wits such as actuators, pumps,
val ves, generators, etc., which,after prelim nary inspection, have

been established as eligible for overhaul or repair, will be identified
with a green repairable part tag with appropriate repair instructions
entered on the face of the tag, as authorized by the work order. No

such wnit shall be approved for returned to Service wi thout a mintenance
rel ease tag authorizing its return to service.

APPROVED: \.9.;«. %"ex
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FIGURE 30.

1
REGORD OF INSPECTION (CQONTINUED)

(NAME OF QOMPANY)
REPAI RSTATI ON- INSPECTION PROCEDURES MANUAL

Section: V

Page No: 11

Title: Inspection System
| ssue Date: 7/1/78

I NSPECT| ONPROCEDURES

The Chief | nspector is responsible for the complete and effi ci ent
performance of inspections assigned to the repair station to assure

I nspection acceptance in accordance with marual specifications or other
appr oved technical dat a.

Shop supervisors are responsi bl e for t he accomplishment of all work in
accordance with marmal specifications or other approved technical data.
The work done unxder therepair station's LimitedRating- Specialized
Service Nondestructive Inspection by X-ray, magnetic particle, edd
current or ultrasoni c must be accomplished i n accordance with the {narre
of company) FAA approved process specification NDI-1 dated 7/1/78.

Alterations and repair will be subject to progressive inspection by the
i nspect i ondepartment. Discrepancies generated during the process of
accomplishing t he work involved will be recorded on the appropriate
work forms. Discrepancies so recorded will be corrected before the
unit is submitted for final inspection. Upor campletion of this
progressive inspection, the area affected is giver; a shakedown
inspection and after al | rework is accomplished and accepted, the

i nspectionwillclear the wit for final acceptarce.

Upon conpl etion of a specific operation, the mecharic will sign off the
records using his signature indicating that the item i S camplete and
ready for inspection. The action accanplished to correct a specific

di screpancy will be noted under each itemon the work order.

The i nspector wil| then inspect the itemto assure conformance to

speci fications and est abl i shed workmanship st andar ds. Runctional
checks of any systemaffected by the work involved will be accnplished
bef ore final acceptance. Inspection acceptance will be indicated by
the inspector's stanp.

APPROVED: . M. Bewo
General Manager

40

2/13/81




2/13/81 AC 145-3
Appendi x 1

FIGURE 30. RECORD OF INSPECTION (CONTINUED)

(NAME OF COMPANY)
REPAI R STATION - INSPECTION PROCEDURES MANUAL

Section: V

Page No: 12

Title: Inspection System
I ssue Date: 7/1/78

MATNTENANCE INSPECTION-

One-hundred hour and pr ogr essi ve i nspections, inspections of amateur
built aircraft and aircraft oo FAR Section 91.217 prograns will be
accanplished in accordance with the inspection cards or inspection
schedul e provided f or each specific model aircraft. The inspection
paperwork Wi | | be supplemerted as necessary t O cover items to be
repl aced for tine, special inspectionitens, discrepancies and
airworthiness directives. All 100-hour and arrual i nspection paper-
work W | | comply with FAR Part 43 Appendix D.

No aircraft will be returned to service followng an inspection as
outlined above until al | discrepancies af f ecti ng airworthiness have
beencorrected.

Maintenance supervisors are responsi bl e for screening completed work
orders covering work performed I n their assigned area to assure that
all items on the work order have been cleared, that there are ro open
di screpanci es and that al| major work accomplished i s tiered by
approved data. Inspectior will recheck to assure compliarce with this
section.

After work orders have beer: screered f or completeness and au_:curac¥l
they are routed to the maintenance manager's of fice. Such inspection
and work records will be retaired in active file for a period of ot
less than two years (as required by FAR Part 145) and then transferred
to dead storage for 5 additional years.

QONTINUITY OF MATNTENANCE RESPONSIBILITY

Ast at usbookwi || be provided in the hangar and each shop in which a
stat us report will be entered by each of the | ead mechanics informing
the next shift of the status of each job not completed. Its purpose is
t 0 assure a cortinuing maintenance responsi bility for work i n

progress.

APPROVED: <0 P+ fovew
General Veager
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FI GURE 31. HANDLING OF PARTS

Reference: FAR Sections 145.35, 145.35(a)(3), 145.35(d) 145.35(a)(4) ard
145.35(e) . This section should explain compliance with the rule.
Processing of parts, identification, tag, segregation, protection from

damage and/or contamination, parts finishing, preservation, stock control
and shelf-life.

( NAME OF QOMPANY)
REPAIR STATION - INSPECTION PROCEDURES MANUAL
Section: V
Page No: 13

Title: Inspection System
| ssue Date: 7/1/78

HANDLING OF PARTS

Al'l itenms or components undergoing maintenance, r epai rs and/ or
alterationsinthe repair station shall have the component parts
segregat ed and i n containers in order to assure that all parts of the
sane wit(s) are kept together. Suitable trays, racks, stands and
protective coverings (as required) are to be provided in shop areas to
ensur e maximum protection of all parts. Rejected parts will be
identified by the use of a red reject and final disposition will be
the responsibility of the Supervisor - Quality Control.

TAGGING AND IDENTIFICATION OF PARTS

The following i S our four (4) tag system:

Wite tag - Used for identification of wit and customer only. To
be completed by shop supervisor or a designated

employee.
Geen tag - Wil be attached to wunits or parts requiring repairs or
test and will include work to be performed. To be

executed and signed by inspector only.

Yel lowtag - To be attached to campleted wnits vhich have recei ved
final inspection and are approved for return to
service. The maintenance releasei s printedor
st anped oo t he reverse side of this tag. (See

Mai nt enance Rel ease Statement , Sectionv.,
Page 21). Thi s release will be signed by a designated
person only.

Red tag - Will be attached to rejected parts, pending final
disposition. If rejected parts are in large
quantities, they can be placed in a special container

marked "rejected parts.” This tag t 0 be completed by an
i nspector.

a er
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FIGURE 31. HANDLING OF PARTS (QONTINUED)

(NAME OF QOMPANY)
REPAI R STATION - | NSPECTI ONPROCEDURES MANUAL

Section: V
Pa?e No: 14
Title: Tnspection System
| ssue Date: 7/1/78

HANDLING OF PARTS (COONTINUED)

All t ags containt he following i nf or mati on:

Manufacturer - model - part mumber - seri al rumber - nane of part -
owner.

The yel | ow tag will remain attached to the parts returned to the
customer.

The red, white and green tags will be made apart of the work order
file. If therejected part is returned tothe customer, the red tag
Wi || remair attached and a record will be made or: the work order
showing the part was returned to the customer.

PART FINISHING

Painting and spraying i s accamplished in an area segregated from t he
assemblyar eas.

PRESERVATION OF PARTS

Camponents ar € preserved i N accor dance wi t h marufacturer's
recommendations or other acceptabl e i ndustry standards. To afford
protectionagai nst humi di t y, extreme temperatures, dust,rough handling
orot her damage, tie component will be preserved by wrapping in
suitable containers, pl astic bags, and/or rigid boxes containing

sui t abl eshock absorption material.

Storage of "Repair Station" preserved components Wi | | be accamplished
by storing in a separate "Repair Station" |ocation maintained by the
"Stores"departmert. The | ocation should provi de maximumpr ot ection
framthysical damage. (Expand as mecessary the preservation and |
storage requirements to suit the products worked an under the repair
stationratings.)

SHELF LIFE

For those items having a specific shelf life, irStation Form 2468
is completed by t he receiving i nspector during first ten (10)
calendar days of each month.

Components or parts that have exceeded allowable shel f |ife limits will
be red tagged (Qondemned) and wi || be forwarded to t he Supervisor,
Qual ity Oontrol for final disposition.

APPROVED: . M+ /Seeo
Teperal Verager
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FIGURE 31. HANDLIMG OF PARTS (CONTINUED)

(NAME OF COMPANY)
REPATR STATION - INSPECTION PROCEDURES MANUAL

Section: V

Page No: 15

Title: Inspection System
| ssue Date: 7/1/78

INCOMING MATERIAL

All incoming material shall be inspected for guantity, quality,
conformty to di mensions or specifications and state of preservation.
At this time the cure date of material having shelf life shall be
noted, and the ol der stock shall be used first provided it is not
beyond manufacturer's specifications.

HARDWARE. AND EQUIPMENT STORAGE

The Stockroam Manager is responsible to the General Manager for the
operation of the stockroomand i s responsi bl e for controling,
segregating and maintaining all stock and tools as to a serviceable or
unservi ceabl e category approved by the Chief |nspector.

I'n addition the Stockroan manager is required to:
Properly store, segregate and protect materials, parts and supplies.

Provide suitable storage facilities for storina standard parts, spare
parts and assure that raw naterials are separated fran shop and
working space.

Provide for the preservation of all articles or parts, whilein
inventory, that are subject to deterioration and shelf-life
speci fications.

Only acceptable parts and supplies will be issued for any job.
Acceptabl e industry practices shall be followed for the proper
protection and storage of materials. The standards for use by the
repair station should be detailed here.

APPROVED: J. M. fBv—eo
Cener al Manager
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FI GURE 32. RECORD OF TEST AND/ OR CALIBRATION. This section shoul d include
In-house tests applicable to the repair station ratings and those contracted
to outside agencies. It should include a requirement for the signature of
the mechani ¢ and/or inspector as appropriate. The record should identify
the article by serial number or conpany assigned nunber.

;% OF COMPANY)
REPAI RSTATI INSPECTION PROCEDURES MANUAL

Section: V

Page No: 16

Title: Inspection System
| ssue Date: 7/1/78

RECORD OF SPECI ALI ZED I NSPECTI ON. TEST AND/ OR CALIBRATION

Specifié notations, attesting accomplishment, will be made on either
Form468 and/ or appropriate printed work forms for recording special ized
i nspectian, testing and/or calibration of a component or aircraft. (See
Section VI of this manual.)

RECORD OF | NSPECTI ONS

Were a record of the inspection b%/ di nensions, tests or calibrationis
required by the manufacturer's t echni cal data such re¢ord shal | be made
on an appropriate formproperly identified with the Work Order; it must
al so be dated and signed by the mechani ¢ performing t he i nspecti on,
tests or calibration and/or the inspector as appropriate.

RECORD OF TESTS AND CALTBRATION OF PRECI S| ON EQUIPMENT

A systemis maintained on all precision test equipment that will
properly identify each piece of equipment. A file systemis maintained
to properly identify the equipment and record the date and person
testing or calibrating each individual piece of precision equi t.
(Gve details of system here, or state here it can be obtained.)

WORK BY QUTSI DE_CONTRACTORS

Wen test and/or calibrations are performed by the follow ng outside
contractors they will be required to provide the records as outlined
above. (List here the outside agencies and the work for which they are
contracted to do for the repair station.)

APPROVED: .M. Boeo

Genera er

45



AC 145-3 . 2/13/81
Appendi x 1 &4

FIGURE 33. REQORD OF PRECI SI ON TEST EQUI PVENT CALI BRATI ON.

Refererce: FAR Sectiors 145. 47(b) and 145.57(b) . Tdentify the person
(Dy Titre) responsi bl e for 1 he calibration ard The test récords. The
records shoul d include the manufacturer, nodel ard serial or company
assi gned rumber, date of check, the method used to calibrate and the
fr equency, the person or compayywho perforns checks, and the results
and/or corrections nade, when tKe next inspection i s due, and
requirements to t ag equipment as appropri ate.

(NAME OF QOMPANY)
REPAI RSTATI ON - INSPECTION PROCEDURES MANUAL

Section: Vv

Page No: 17

Title: Inspection System
Issue Date: 7/1/78

OONTROL OF PRECISION TOOLS AND TEST EQUIPMENT

Precision tools, gauges, scales, pressure gauges, neters, ohmeters,
voltameters, radi o, electronic, X-ray, eddy cuwrrent and ultrasonic t est
equi t used in the repair station operations are subject to periodic
checmnd calibration in accordance with appropriate repair station
procedures. (List equipment here and outline procedures as
appropriate.)

Al repair station persormel, before using test equipnent, are
responsi bl e to check that the testing wit has a current calibration
label attached. Any piece of test equipment found in the repair
station without a current calibration |abel attached shall be given to
t he inspectior department for recal i bration.

TEST EQUIPMENT CALIBRATTON REQUIREMENTS

Test equipment shall be calibrated at periodic intervals established on
the basis of stability, purpose and degree of usage. One year shall be
the maximum calibration interval. (List calibration periods on
equipmentl!ist.)

Each pi ece of test equipment Will be | abel ed. The | abel will identify
the wnit by manufacturer, model and serial mumber. The attached | abel
must indicate the last calibration date and next calibration due date.

During the first week of each month the chief inspector will review the
test equipmenit calibration history card file and give cards for test
equi pnent requiring calibration to the maintenance manager and each
shop foreman as appropriate. It will be the responsibility of those
persons to issue work orders to repair station shops or outside
contractors as necessary for the calibration of the wits and
attachment of updated calibration |abels. After calibration, the test
unit will be checked for proper labeling and the equipment calibration
hi s;oryfp?rd will be updated and returned to the inspection departnment
active file.

APPROVED: o - Wv. Boed
Sreral Temager
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FIGURE 33. REQORD OF PRECI SI ON TEST EQUIPMENT CALIBRATION (CONTINUED)

(NAME OF QOMPANY)
REPATR STATION - INSPECTION PROCEDURES MANUAL

Section: Vv

Page No: 18

Title: _Inspection System
| sswe Dat €. 7/1/78

TEST EQUIPMENT CALIBRATION REQUIREMENTS (CQONTINUED)

At notime will any person be pernitted to performwork oo aircraft or
comporerts USi Ng t est equipment which i S out of calibration. The cest
equi pnent | ke lswil be beltdwade by ysapperivi s saht rramibomto assur e
that equipment in use is in calibration. If at nmy time a piece of
test equipment inadvertently exceeds its calibrati mdue date, it wll

irrn}ediatdely be removed from servi ce uwntil a cal i bration check has been
performed. .

Standar ds used to calibrate test ec%uipm_ent must be traceable to U. S
Bureau of St andards or an approved forei gn country's st andar ds by
certificate fran the testirg facility. Frequency for calibration

standards may vary for differnt uwits but must pever exceed a 12-month
interval.

APPROVED: ~9. 2. /Bots
Gener al Manager
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FIGURE34. FI NAL INSPECTION AND RELEASE TO SERVICE

Reference:  FAR Sections 43.9 and 145.59(a). Thi s shoul d explain compliance
with the rules, who performs the inspection (by title), how it is recorded,
and require a check of maintenance work package for conpletion.

OF OOMP
REPAIR STATION - INSPECTION MANUAL

Section: V

Page No: 19

Title: Inspection tem
Issue Date: 7/1/78sy8

FINAL INSPECTION AND RELEASE TO SERVICE

Prior to approval for return to service, irrespective of the method to
beusednoindicatewchawml the (hief Inspector will audit the
records ' Egkage" as identifled by the work order, to determine that
all work asmﬂ.redﬁrcunplimcevdd&&:is
inspettion system md FAR Section 145.59(a). He will indicate
affirmative findings approving the form per Section VI of this manual.

When approval has been given to the sbove audit, either the Chief
Inspectorortheindividmlmttnrizedinmeofﬁcialmetermd
individ;_l:e} sumary of employment, will approve the article for return
to serv

This approval will be accomplished as appropriate to the work done, the
article involved, the records avail abl e with the article, and the

i nstructions of t he customer. Care will be exercised to comply with
FAR Part 43 i N every case.

Whenever the aircraft records (log) are available, record of work
accomplished is expected to be e therein. 'mmdoesmtvaivemy
FAR Part 145 records requirements. Neither will FAR Part 43 or FAR
Part 91 be considered waived by FAR Partl45r ecor dS requirements.

Articl essuch as applmnces accessories, mdindividml parts or
components will not have an ind vidmlreeor vhlchmmtft?'mybe
added:  However, t he installation Of theseitenms oz anaircra
constitutesanai r cr af t maintenance ar alteration, and records must be
made accordingly.

Routinely, major repair approvals will be handled in acccrdance with
Section 43. 9 and paragraph (b) of FAR Part 43, Appendix B.

maintenance release is completed as a part of the work order ﬁmn at
the time of approval for return to service. A separate maintenance
rel ease cardwill be leted andshipped an an article that is

shi ppedto a customer. Al the request of the customer (to be indicated
0N the work order when originated), FAA Form 337 will be completed
instead of the maintenance release approval for return to service in
accordance witht he procedur e inparagraph (a) of FAR

Part 43, Appendix B.

Inall cases where major al terati onisinvol ved, FAA I-bnn337 will be
completed per FAR Part 43. 9 and FAR Part 43, lppe’ad

APPROVED: o, Mo /She0

General Manager
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FIGURE 34. FINAL INSPECTION AND RELEASE TO SERVI CE ( CONTI NUED)

_

(NAME OF COMPANY)
REPAI R_STATI ON" = TNSPECTT OPROCEDURES MANUAL

Section: V

Page No: 20

Title: InspectionSystem
| ssue Date: 7/1/78

FI NAL INSPECTION AND RELEASE TO SERVICE (CONTINUED)

The authorized supervisor in whose area the repair or alteration is
accomplished Wi || be responsible for establishing that the repair or
alteration was made in accordance with the requirements of FAR Part 43
and will sign the conformity Statenment (Item 6) on FAA Form 337.

Aut hori zed personnel responsible for the approval for return to service
of aircraft will indicate such approval by signing the approval for
return to service (Item7) on FAA Form 337. Appropriate entries will
be made in the aircraft record pertinent to the repairs and alterations
accamplished by the repair station. Specific reference will be nade by
cal endar date to the applicable FAA Form 337. The original FAA Form
337 will be inserted in the aircraft record with a copy forwarded to
the local FAA-district office and one copy retained wth the copy of
the aircraft work order.

It is the resEonsibiIity of the person authorizing return to service to
assure that the aircraft flight manual is properly revised fol | ow ng
anY alteration or modification to the aircraft and that the weight and
bal ance record has been amended as necessary.

ircraft components, appliances, and other items, other than completed
aircraft repaired or overhauled as authorized by the repair station
specifications, will be returned to service through the use of a
mai nt enance rel ease ﬁreprinted on the serviceable parts tag described
inthis section of this manual. The authorized supervisor under whose
jurisdiction the work i s accomplished Wi || be responsible for the
rel ease of units in the category.

No aircraft 'or unit may be released for return to service until the
work order and ot her records have been reviewed for campleteness and
final acceptance cleared by inspection. Particular attention shall be
accorded the status of applicable airworthiness directives.

APPROVED: ~9 )Vl /54«

teneral Manager:

|
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2/10/82

FI GURE 35. SAMPLE OF MAINTENANCE RELEASE

(NAME OF COMPANY)
REPAIR STATI ON - | NSPECTI ON PROCEDURES MANUAL,

Section: V

Page No: 21

Title: Inspection System
| ssue Date: 7/1/78

MAINTENANCE RELEASE STATEMENT

A maintenance I €| ease statement stamp and/or pr e?n nted tag, prepared
in accordance with FAR Part 43, Appendix B, will be used to release to
service major repairs which have been accomplished by this station in
accordance with FAR Part 43. (Ot her records required by Far Part 43.9
will be executed, as required, regardless of whether an FAA Form 337 or
mei ntenance rel ease has been used to return the article to service. In
any event, the station will indicate on their ocopy of the work order
whether or not a maintenance release was used, including the signature
of the authorized representative.

" Exanpl e"
MAINTENANCE RELEASE(titl e)

The (use only applicable rating or ratings) aircraft,
alriranme, aircraft engine, propeller Or appl i ance identified
above was repaired and inspected in accordance wth current
mal ntenance rules of the Federal Aviation Regulations and IS
approved fOr_return to service. *

"Pertinent details of the repair areonfile at this ,repair
station under Wrk Order No. __ Date

Si gned

(SIgnat ureof aut hori zed representative)

for

(Repair station name & certificate nunber)

(Address)

NOTE 1: Inlspecti on stamp/symbol Wi | | not be used on the mai ntenance
rel ease.

General Manager
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FIGURE 35A SAMPLE OF MATNTENANCE RELEASE FOR Al R CARRI ER WORK
Reference:” FAR Section 43.13(c)(d), FAR Section 145.2, Subpart L of
FAR Part 171, Subpart G of FAR Part 125, Subpart T of FAR Part 12"7, and
Subpart J of FAR Part 135.

(NAME OF OOMPANY)
REPAIR STATION - INSPECTION PROCEDURES MANUAL

Section: V

Page No: 21A

Title:  Inspection System
Issue Dat e: 7/1/78

MAINTENANCE RELEASE STATEMENT

A maintenance rel ease statement stamp and/or preprinted tag, prepared
in accordance With FAR Part 43, Appendix B, wll be used to release to
servi ce majorrepairs which have been accamplished by this station in
accordance Wi th FAR Part 43. Cther records required by FAR Part 43.9
will be executed, as required, regardless of whether an FAA Form 337 or
mai ntenance rel ease has been usedto return the article to service. |n
any event, the station will indicate antheir copy of the work order
whether or not a maintenance rel ease was used, including the signature
of the authorized representative.

"Exanpl e
MAINTENANCE RELEASE (ti t| e)

The (use only applicable rating or ratings) aircraft,
alrfrane, aircrait engine, propeller or appliance |dentified
above was repaired and inspected in accordance with current
Instructions contained I N _(Nane operator_and nanual or
program, the maintenance rules of the Federal Aviation
Regulations under which The operator IS certificated and 1s *
approvedf or refurn to service as per those requirements.

"Pertinent details of the repair are on file at this (epair
station under Wrk Order No. __ Date !

Signed

(Srgnatureofauthori zed representative)

for

(Repalr station name & certificate nunber)

TAddress)

NOTE 1.  Inspection stamp/symbol Wi || not be used on the maintenance
rel ease.

I M. (e

General Manager
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FIGURE 36.MALFUNCTION OR DEFECT AND MECHANI CAL RELIABILITY REPORT
Reference: FAR Section 145.63(a) and (b). This section should explain in
detail NOW compliance with T Ul €S and reportirg requirements are to be met, and

prescribe the responsibility (by title) of persor(s) who prepare and subm t
reports.

(NAME OF COMPANY)
REPAI R STATION = INSPECTION PROCEDURES MANUAL

Section: V

Page No: 22

Title: Inspection System
| ssue Date: 7/1/78

MALFUNCTION OR DEFFCT REPORT

This repair station will report to the FAA within 72 hours after it

di scovers any serious defect in, or other recurring unairworthy
condition of, an aircraft, powerplant, or nropeller, or anv component
of any of them The report will be made on an FA2 Form 8010-4,

Mal function or Defect Report, describing the defect or malfunction
campletely Wi t hout withholding any pertinent information. (See Forms
Section VI for copy of form.)

In any case, where the filing of a report under the preceding paragraph
mght prejudice the repair station, it will be referred to the

Mn nistrator for a determination as to wether it must be reported.

If the defect or malfunction could result in an inmminent hazard to
flight, the repair station will use the nmost expeditious nmethod it can
to inform the Ministrator.

MECHANICAL RELIABILITY REPCRTS

when work i s being accanplished for an air carrier and a defect as
described under the Malfunction or Defect Report is found, the air
carrier will be notified i n order that a Mechanical Reliability Report
may be issued by the air carrier.

RESPONSIBILITY FOR SUBMITTING RFPORTS

The CGeneral Manager and Chief Inspector are responsible for preparing
and submitting a Mal function or Defect Report to the FAA General
Aviation District Office. (Show location of office.)

APPROVED: o .
nera nager
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FIGURE 37.
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SUBCONTRACTED MAINTENANCE PROCEDURES

(NAME OF COVPANY)
REPAIR STATION - INSPECTION PROCFDURES MANUAL

Section: v

Page No: 23

Title: Inspection System
| ssue Date: 7/1/78

SUBCONTRACTED MAINTENANCE

Any workJJerforrTed by another agency for this repair station will be
inspected by the Chief Inspector or an inspector delegated for such
inspection. ‘This inspection will be to verify that the work was
performed i N an airworthy manner, that parts and materials used were of
such a quality to be airworthy, and that the paperwork received with the
material verifies the authenticity of the part and work perforned. At
no tinme shall the stockroanmager rel ease any parts made by, or parts
having had work performed on them by a subcontractor until the

Chi ef Inspector or an inspector delegated has approved the materials as
bei ng airworthy.

Al subcontracted work shall be kecft separate from regular stock until
this inspection has been perfornmed and the nmterial accepted for use.

If for any reason subcontracted merial is rejected as being
unaimorthy, it will inmediately be identified as unairworthy and the
proper disposition made, such as scrap or return to vendor.

LIST OF SUBOONTRACTED MAINTENANCE

1. Metal plating or anodizing.

2. Camplex machine operations invol ving the use of planers,
shapers, nilling machines, etc.

3. Abrasive air blasting and chemical cleanina operations.

4. Heat treament.

5. Magnetic inspection.

6. Fabricate wood spars.

7. Overhaul and repair hydraul i c-pneumatic shock absorber units.

8. Overhaul andrepair hydraul i c system camponents.

9.  Fluorescent inspecton of alloy parts. ) )

10. Recovering and refinishing Of components and entire aircraft.

APPROVED: &F. WM.
Cener al Manager
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FIGURE 38. PERFORMANCE OF MAINTENANCE, PREVENTIVE MATNTENANCE,
ALTERATIONSAND REQUI RED INSPECTION UNDER THE CONTINUCUS ATRWORTHINESS
REQUIREMENTS OF FAR PARTS 121, 125, 127, AND 135

NOTE : This section shoul d show how the rule i s to be complied
Wi th, that the work i s to be acconplished in accordance wth
the operator's manual and a current copy of the manual i S
avai | abl e.

(NAME OF COMPANY)
REPAIR STATION - INSPECTION PROCEDURES MANUAL

Section: Vv

Page No: 24

Title © InspectionSystem
| ssue Date: 7/1/78

PERFORMANCE OF MAINTENANCE, PREVENTIVE MATNTENANCE, ALTERATIONS AND
REQUIRED INSPECITON UNDER THE OONTINUOUS ATRWORTHINESS REQUIREMENTS OF
FAR PARTS 121, 125, 127/, AND 139.

This repair station will perform this work in accordance with the
operator's manual. The repair station will have a current copy of the
appl i cabl e section of each operator's manaul vhich contracts Wwth the
repair station for the performance of that operator's mainterance. The
chief inspector will be responsible for keeping each operator's manual
revi sed and determinirg t hat t he operator's marual i s current before a
work oxder i S i ssued.

REQUIRED INSPECTION ITEMS (RII)

Any nai nt enance operations which, i f improperly performed, could be
critical to the safe flight of an aircraft will be given a required
inspection. Aqualified irspector, faniliar with all inspection

me s, techniques, ardequipment will be assi gned to determine t he
qual ity of airworthiness ecTImthe articl e involved. When work i s
performed for an operator w er the continuous airworthiness

requi renents of FAR Parts 121, 125, 127, and 135, t he RII items

specifiedby the operator will be maintained as RII items.

APPROVED: «: Y. Bred
Gereral Manager
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FI GQURE 39, PERFORMANCE OF WORK AT A LOCATION OTHER THAN THE REPAl R STATION.
Reference;  FAR Section 145 5I(d). Tn accordance wth FAR Section 145, 51(d), a
repalr station may marntain or alter any article for which it is rated at a
place other than the repair station providing certain preparations are made and
certain conditions are net as required by FAR Section 145.51(d)(1) and (2).
Performance standards are required to renmain acceptable at such places of work.
FAR Section 145.51(d)(3) requires the insEection procedures mnual to contain
the approved procedures governing the work to be performed at a place other
thanthe repair station. This is a frequently overlooked manual requirement

In order for a procedure to be valid for approval it shoul d:

1. Be described in terms understandable to those persons who are
governed by it in the performance of'the work.

2. Be nonitored regularly so as to ensure it covers the nature of
the work that may be needed outside the repair station. This is
necessary as it is difficult to predict the nature of work to be done
outside the station,

A Re tailored for the particular station, the nature of work and
t he frequency expected. The fol | owing are items recammended for
consi derati on:

. a. Who will authorize the work, organize the project, direct
it, and who will performthe work?

. ~b. Wat type of work tasks will be required (supply, repairs,
| nspections, communications)?

c. Were Sane of the work is to be done. It nay be
advant ageous to perform support work on canponents or parts at the base
repair station as a standard procedure.

d Bow will the work projects be nonitored and reviewed to
assure procedures are adequate and that records identify the projects
for accountability?

e. occasional explanations within the system description of
why certain requirements, controls or reports are necessary will help
enpl oyees to understand and accept the system

4  The privilege t0 performwork at a location other than the repair
station is to be done on a tenporary basis. If a permanent station is
established at the location, it will be necessary for the repair station to
make application for a satellite to the main repair station, or make an
original application for a repair station at the location.
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FI GURE 39. PERFCRMANCE OF WORK AT A LOCATI ON OTHER THAN THE REPAIR
STATI ON (CONTINUED)

(NAME OF OOMPANY)
REPAI R_STATI ON - INSPECTION PROCEDURES MANUAL

Section: V

Page No: 25

Title: Inspection System
| ssue Date: 7/1/78

PERFORMANCE OF MAINTENANCE AT A LOCATION OTHER THAN THE REPAI R STATI ON

(Narme of Company) will provide maintenance service for its customers an
an€mergency on-call basis at a place away from the repair station.
(Name of Campany) can only provide this service for work for which the
repair station 1s rated. I'y the general manager or the chi ef
inspector are authorized to initiate a work order for such work.

The maintenance nmanager will be responsible for assigning the
personnel necessary to performthe work and appoint a person to be in
charge of the work force. The chief inspector will assign the
mspector%s) responsible to inspect the work and assure that all
required forms and work are completed as necessary. The chief
inspector will assign me inspector with the responsibility for
returning the article to service.

The nai ntenance manager will ensure that the article to undergo

mai ntenance and the work force will be in ah area safe for the work

to be performed and thattheywillbepntected fram the el ements. The
mai nt enance manager will be responsible for providing all the necessary
marpower, work f or ns, technical data, tools, and equi pment necessary
for the accamplishment of the nai ntenance. The maintenance manager Wwill
establish a systemof communications between the field force and the
repair station.

The stockroam manager will be responsible for assigning a stockperson
who will provide parts and supply support between the repair station
and the field force. Allarticles removed by the field force fram a
product under goi ng maintenance at a | ocation away fram the repair
station will be nuted through the stockromparts receiving
department. The article(s) wll be inspected in accordance with the
repair station inspection procedures and either nuted to the repair
station shops or to contract repair agenci es as appropriate.

Al personnel assigned to accomplish work away from the repair station
shal | accamplish the specific function of work in the same manner as
when performed at the repair station and in accordance with FAR
Sections 145.57 through 145.61.

o M. Baso

neral Manager
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FI GURE 40. SECTION VI - FORMS SAMPLE COVER PAGE.

Reference: FARSect|on 145.45(£). [his sectionis required to contain
samples 01 €ach of the 10rms USed by the repair station in the perfornance
of maintenance and the method of executin? them The instruction for
executing a form may be contained on the formif it is found practical.
However, if it is necessary to change any of the procedures for handling
the formit would require a reprint of the form Unless a formis judged
stable, it may be nmore economical to provide separate instructions on a
manual page. It would then be a sinple task to revise the manual page to
showthe. change.

1 Wen planning a form system inportant functions to be
consi dered are the control of cperational procedures and recordation of
all work performed on each article processed.

2. The number and content of the forms would be influenced by the

size of the repair station, the complexity and variety of the articles for
which the repair station is rated, and the needs of its customers.

3. Sane factors to consider during the development of instructions
for completing a formare:

_ a. Howthe formis to be introduced, (at what point in the
mai nt enance process) and when it is to be completed.

b. The person or section responsible to start the form who will
contribute to i tS completion, and who will finish it.

c. Howthe formwll be executed (what kind of information, in
what form etc.).

d. The purpose of the form, and how it fits into the system

e. Howthe formw !l travel and what its final destination in
the records systemwl| be.

f Asystemto locate and check the progress of products enroute
thru the ré&air station.

4  Detailed inspection forns and checklists which may be used in the
performance of annual or other approved i nspection programs, or engi ne
overhaul inspection sheets, need not be included in this manual. These
forms should be referenced in the forms section by form nunber, revision
date and title. The manual should contain instructions for use and a copy
of the detailed fornms should be available for inspection upon request of
the FAA and other authorized persons.
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FI GURE 40. SECTION VI - FORMS SAMPLE COVER PAGE ( CONTI NUED)

5 It is possible at times to develoa fornms that can be used for
nul i tfple operations or work. The form shoul d have adequate space and
appropriatei nstructions, includingspecificassignment of responsibility,
to assure that it can be properly identified with-the operation for which
It was used and for recordation of work performnce.

6 Forms used to record an inspection shoul d be executed by indicating
t he i nspecti on was completed, or that inspection was not required. PResults Of
the inspection should be entered on the formor, if applicable, indicate that
no discrepancies were noted.

NOTE: No exanples of forns are offered since forms nust be
devel oped in accordance with the need of each repair
station.

(NAME OF COMPANY)
REPAI R _STATI ON - I NSPECTI ON PROCEDURES MANUAL

SECTION VI

FORMS
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